State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 0300-5157-005 50031622 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
vacant DES / Administration & Program Control
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Joanna Gonzales Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 11/01/2012
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision of the Staff Services Manager | in the Administration and Program Control
Section, the Staff Services Analyst (General) serves as the Program Contract Coordinator. The
incumbent provides Service Contract coordination and administration duties for Program Branch
Managers including analyses and interpretation and must stay abreast of and apply changing State
and federal policy, regulations, and laws.

ESSENTIAL FUNCTIONS

This position requires knowledge of Division programs, policies, and procedures; compose reports
and other correspondence related to analytical assignments; and work cooperatively and
effectively with Division staff, Department Executives, water contractors, local, State and federal
agencies, consultant staff and members of the public. The incumbent must maintain regular,
consistent, predictable attendance, attend required meetings, communicate tactfully, and exercise
good judgement. Assignments will be performed in accordance with safe business and field
practices as they apply to this position. The specific essential duties are:

Review and analyze proposed requests for contract services from Contract Manager (CM). Assists
50% the CM with the preparation of the Service Agreement Contract Request form, draft Contract Scope
of Work and Schedule and Cost Estimate; coordinate the edits, revisions and finalization of the
Contract request documents with the CM and the SAS Contract Analyst. Coordinates with the
Non-Architectural and Engineering (A&E) service agreements Contract Analyst to determine the
most appropriate contracting method to use such as Invitation for Bid, Request for Proposal,
Multiple Award Solicitations, and Non-Competitive Bids.

Performs administrative review of assigned DES Contract invoices to determine that charges are in
20% line with negotiated rates. Compare the invoices to the contract to ensure that the number of hours
or amount is in agreement with the contract details; audit the invoices and verify that number of
hours charged are appropriate given deliverable status; ensure if time-frame for charges fits within

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Joanna Gonzales >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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duration stated in contract or in task orders; coordinate the resolution of invoice conflicts or errors,
and any corrections needed with Contractors representative. Recommends approval or denial of
payment of invoice to the CM. Create service entry sheets in SAP and forward them to accounting
for further processing when invoices have been approved by the CM. Assist with DES Contract
SAP Budgeting and Accounting services. Develop, maintain, and provide accurate reports on DES
contracts by Branch. Create a summary of current contract status, duration, amendments, task
orders, expenditures and balances; and provide notice to CM's to alert them expiration of task
orders or if expenses are predicted to be in excess of to or contract limit; provide notice to alert CM
when contracts are set to expire and if the budgeted contract amount is close to being expended.

Perform special projects related to a wide variety of administrative issues and business processes
in support of programs of the Division. Typical assignments shall include analysis and problem
solving of issues that require analyst to define and utilize appropriate resources such as Enterprise
Process Guides, Government Code, Department Administrative Manual, State Contracting Manual,
and Water Code. As directed, review existing internal DES procedures and provides
recommendations for development of new procedures for all administrative functions including
human resources, fiscal, non-A&E contracts, purchasing, and information technology.

Assist the SSM | by serving as lead to the sections Business Service Assistants (Specialist) (BSA).
Typical duties include coordinating and following-up on workload assignments and status; ensure
that BSA assignments such as mobile equipment, telecommunications, commodity and IT
purchases, processing Cal-card packages, ordering supplies, and business services requests are
implemented.

Maintain and revise the Recovery Action Plan and the JOB Action Contingency Plan; serve as an
administrator for Documentum; and as the Fair Political Practices Commission (FPPC) checklist
coordinator for DES non-A&E contracts. Provide guidance to CM's related to completion of FPPC
checklists form 9503; acts as liaison with DWR legal staff for this function.

KNOWLEDGES, SKILLS, AND ABILITIES
Knowledge of personal computers and the standard suite of Microsoft Office software programs.

Ability to:

understand, learn, and proficiently use electronic data processing systems;

read, understand, and follow written instructions and procedures;

- understand and follow verbal instructions.

- advise others on contracting methods, policies, procedures, and requirements;

- analyze data, draw sound conclusions, and present ideas and information effectively both orally
and in writing;
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- gain and maintain the confidence and cooperation of those contacted during the course of work;
and
- reason logically and exercise good judgment in dealing with contracting issues.

Skills to:

- interact with various levels of staff and management in a professional and courteous manner; and
- interpret and apply laws and rules governing State contracting, such as the State Contracting
Manual, State Administrative Manual sections related to contracting, DWR guidelines and various
applicable codes (such as Public Contract Code, Government Code).

SPECIAL PERSONAL CHARACTERISTICS

The incumbent is expected to demonstrate the ability to act independently, creatively solve
problems, and participate as a team player in a team environment; be open-minded, flexible, and
tactful; and display the willingness and ability to accept increasing responsibility; and
demonstrated capacity for development.

PERSONAL CONTACTS

Liaison with program managers, contract coordinators, contractors, outside governmental
agencies, contractors/bidders, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must have ability to juggle multiple priorities, meet short processing time lines when necessary,
and handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.
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	activity: POSITION SUMMARY
Under supervision of the Staff Services Manager I in the Administration and Program Control Section, the Staff Services Analyst (General) serves as the  Program Contract Coordinator.  The incumbent provides Service Contract coordination and administration duties for Program Branch Managers including analyses and interpretation and must stay abreast of and apply changing State and federal policy, regulations, and laws.   

ESSENTIAL FUNCTIONS
This position requires knowledge of Division programs, policies, and procedures; compose reports and other correspondence related to analytical assignments; and work cooperatively and effectively with Division staff, Department Executives, water contractors, local, State and federal agencies, consultant staff and members of the public.  The incumbent must maintain regular, consistent, predictable attendance, attend required meetings, communicate tactfully, and exercise good judgement.  Assignments will be performed in accordance with safe business and field practices as they apply to this position. The specific essential duties are:

Review and analyze proposed requests for contract services from Contract Manager (CM).  Assists the CM with the preparation of the Service Agreement Contract Request form, draft Contract Scope of Work and Schedule and Cost Estimate; coordinate the edits, revisions and finalization of the Contract request documents with the CM and the SAS Contract Analyst.  Coordinates with the Non-Architectural and Engineering (A&E) service agreements Contract Analyst to determine the most appropriate contracting method to use such as Invitation for Bid, Request for Proposal, Multiple Award Solicitations, and Non-Competitive Bids.   

Performs administrative review of assigned DES Contract invoices to determine that charges are in line with negotiated rates.  Compare the invoices to the contract to ensure that the number of hours or amount is in agreement with the contract details; audit the invoices and verify that number of hours charged are appropriate given deliverable status; ensure if time-frame for charges fits within 
	classification: Staff Services Analyst (General)
	appointee: vacant
	dwr position number: 0300-5157-005
	sap personnel no: 
	sap position number: 50031622
	division: DES / Administration & Program Control
	mcr: 1
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	activity2: duration stated in contract or in task orders; coordinate the resolution of invoice conflicts or errors, and any corrections needed with Contractors representative.  Recommends approval or denial of payment of invoice to the CM.  Create service entry sheets in SAP and forward them to accounting for further processing when invoices have been approved by the CM.   Assist with DES Contract SAP Budgeting and Accounting services.  Develop, maintain, and provide accurate reports on DES contracts by Branch.  Create a summary of current contract status, duration, amendments, task orders, expenditures and balances; and provide notice to CM's to alert them expiration of task orders or if expenses are predicted to be in excess of to or contract limit; provide notice to alert CM when contracts are set to expire and if the budgeted contract amount is close to being expended.

Perform special projects related to a wide variety of administrative issues and business processes in support of programs of the Division.  Typical assignments shall include analysis and problem solving of issues that require analyst to define and utilize appropriate resources such as Enterprise Process Guides, Government Code, Department Administrative Manual, State Contracting Manual, and Water Code.  As directed, review existing internal DES procedures and provides recommendations for development of new procedures for all administrative functions including human resources, fiscal, non-A&E contracts, purchasing, and information technology.

Assist the SSM I by serving as lead to the sections Business Service Assistants (Specialist) (BSA). Typical duties include coordinating and following-up on workload assignments and status; ensure that BSA assignments such as mobile equipment, telecommunications, commodity and IT purchases, processing Cal-card packages, ordering supplies, and business services requests are implemented.

Maintain and revise the Recovery Action Plan and the JOB Action Contingency Plan; serve as an administrator for Documentum; and as the Fair Political Practices Commission (FPPC) checklist coordinator for DES non-A&E contracts.  Provide guidance to CM's related to completion of FPPC checklists form 9503; acts as liaison with DWR legal staff for this function.


KNOWLEDGES, SKILLS, AND ABILITIES
Knowledge of personal computers and the standard suite of Microsoft Office software programs.

Ability to: 
-  understand, learn, and proficiently use electronic data processing systems; 
-  read, understand, and follow written instructions and procedures; 
-  understand and follow verbal instructions.
- advise others on contracting methods, policies, procedures, and requirements;
- analyze data, draw sound conclusions, and present ideas and information effectively both orally and in writing;

	percent 3: 







	activity3: - gain and maintain the confidence and cooperation of those contacted during the course of work; and
- reason logically and exercise good judgment in dealing with contracting issues.

Skills to:  
- interact with various levels of staff and management in a professional and courteous manner; and
- interpret and apply laws and rules governing State contracting, such as the State Contracting Manual, State Administrative Manual sections related to contracting, DWR guidelines and various applicable codes (such as Public Contract Code, Government Code).

SPECIAL PERSONAL CHARACTERISTICS

The incumbent is expected to demonstrate the ability to act independently, creatively solve problems, and participate as a team player in a team environment; be open-minded, flexible, and tactful; and display the willingness and ability to accept increasing responsibility; and demonstrated capacity for development.

PERSONAL CONTACTS

Liaison with program managers, contract coordinators, contractors, outside governmental
agencies, contractors/bidders, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Must have ability to juggle multiple priorities, meet short processing time lines when necessary, and handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment and deal with challenging customer requirements while maintaining a calm, professional demeanor.
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	employee name: 


